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6 Pebruary 1956

MEMORANDUM FOR: Deputy Director (Plans)
Deputy Director {Intelligence)
Deputy Director { ;
Inspector General
Special Assistani to the Director
for Planning aud Coordination

1. The instructions ccutainsd in this memorandum are in addition
to those contaived in my memorandun of 23 December 1955.

2. The increasing amount of iaterial coming to the DCI and PDCT

mokes it mandatory that measures be taken to permit more rapid reading
and action vhere possible.

3. In the future, all memorinda submitied to the DCI or DICI
should open with a sentence similar o one of the three below:

a. "This memorandum ig for information only, particular
reference is made to paragraphs y "

¥ ] .

b, "This memorandim g.ggests action on the part of the DCI
{or DDCI). Such requested sction 1s contained in

c. "This memorandum rontains a recomendation submitted for
- DI {(or DDCI) epjroval. Such recommsndation is containsd
in paragraph m.,.‘"-

k. Memoranda submitted im conformity with my memorendum of
23 Dacenber should show on the sume chest as it 1 requastsd the DOT
{or DDCI) aign, the concurronce of the Deputy coucerned, and appropriate
officers subordinate to him. Thias requiremsnt doee not, of course, apply
to memoranda or latiers prepartd for DCI {or DDCI) signature for trons-

mittal cutside of the Agency. In this lstter case, the comcurrvence is
indicated on a carbon copy. ,
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